Brenda Estrello 
422 Arbor Lake Circle, Sanford FL 32771
407-416-3577
healerofking@yahoo.com


Administrative Assistant ~ Executive Assistant ~ Administrator ~ Customer Service
· Talented administrator with diverse background.
· Expertise in data entry, spreadsheets, scanning documents, filing, accounts payable, scheduling, travel arrangements, word processing/typing and front desk support.
· HR experience in hiring, terminations packets, benefits and maintaining employee files.
· Customer Service
· Hard working, detailed oriented, able to multi-task.


PROFESSIONAL BACKGROUND
Retail Specialist, IIA, Lake Mary, FL 32749 Current

· Monitor and respond to the Bookstore and Textbook email inbox. 
· Coordinates with PBD for quotes and shipment.

· Logistics-Bookstore onsite events.

· Coordinates the CREA 3rd Party Review Process

· PBD support on general customer issues with the online store.

· Coordinates the AEC Book Fulfillment Program.

· Grading and keeping record of self-study quizzes and the distribution of CPE certificates.

· Product set-up

· Process documentation

NTO Clerk, NACM (Part-time), Orlando, FL 2014- Current
· Receive County, Book and Pages to lookup Notice of Commencements on Netroline of Florida

· Enter information provided by Netroline to NACM’s Anzio software

· Enter information for Bonds by Netroline to NACM  Anzio software

· Email NTO Researchers of all information completed

Business Market Program Administrator, AAA Roadside, Heathrow, FL 2015

· Reviews and processes roadside billing claims from AAA clubs to ensure accuracy of the services and charges being submitted and include required support documentation on each transaction. Must have the ability to make judgment calls while adhering to program policies and procedures. (70%). 

· Provides direct interface with AAA clubs regarding payment issues related to RAP programs by researching payment concerns, manually calculating the appropriate rates, preparing necessary credit/debit memos, and advising the club contact of the course of action necessary to remedy the issue based on the research results. (15%).

· Processes and distributes daily and monthly reports requested by our RAP business partners and ensures the reports are distributed in a timely manner. (5%)
· Researches and responds to credit card billing disputes.  Providing both customer and client interface.  Prepares necessary credit/debit memos and keeping track of each. Manually calculates the appropriate rates, prepares and tracks the necessary credit/debit memos. Prepares and mails receipts for credit card service. (5%)
· Performs other related duties as required. (5%)
Quality Assurance Administrator, Mitsubishi Power Systems of Americas, Inc., Orlando, FL 2012-2015
· Ability to understand quality systems, as established from industry specific codes and standards. 
· Manage the document control system, including procedures and work instructions to support the MPSA Quality Management System (QMS).
· Maintain a well-organized document control/archival system for project quality documents.
· Generate Quality related procedures and specifications to support the MPSA Quality Management System (QMS).
· Manage the Internal Audit program (QMS and Process).  This includes scheduling & organizing audit teams, helping teams interpret audit findings, formalizing corrective/preventive actions, and reporting audit results.  Participate in audits, as needed.
· Train audit teams on quality system and process audit techniques. 
· Support internal and supplier product and process qualifications.
· Create and maintain final inspection project folders.
· Scans and uploads ATP (Acceptance Test Procedure), PPAP (Production Part Approval Process) & final inspection packages to the network.
· Support the establishment of quality related training programs and techniques.
· Perform supplier evaluations, surveillance and source inspections as required.
· Assist in maintaining the NCR, CAR and PAR databases, and coordinating the process of issuing, monitoring and closing open NCRs/CARs/PARs.
· Assist management to create and report on Metrics.
· Perform other such duties as may be required.
Administrative Assistant, Grant Thornton, LLC, Orlando, FL  2011-2012

· Answer multi lines and direct calls to employees or transfer to voicemail.

· Greet customers and prospective clients.

· Order and maintain supplies in supply room and kitchen.

· Maintained Postage machine.

· Maintained New Hire and Termination of Building and Parking Access cards.

· Scheduled Weekly FedEx shipments.

· Format Engagement Letters to clients.

· Entered Opportunities in Saleslogix for Engagement Letters.

· Entered contacts in outlook and edit if changes.

· Scanned confirms for audit members.

· Scan invoices to z drive and save as PDF and save in vendor folders.

· Prepare boardroom for Videoconference call meetings.

· Pick up mail, distribute mail and take outgoing mail to mailbox.

· Merge client mail out letters, labels and envelopes.

· Create spreadsheets and update.

· Research conferences and give updates to Partner.

· Make copies of journals, newsletters, etc. for Partners.

· Assist in UCF Recruitment with Coordinator.

· Prepare UCF Recruitment giveaways, name tags, etc.
Administrative Support Specialist, DCR/Lockheed Martin MFC, Orlando, FL 2009-2011
· Schedule surveyor to inspect parts with suppliers for MFC approvals for Programs.

· Contact QM at suppliers to fax or email checklists prior to survey
· Email forms, letters and checklists to the Third Party surveyor for surveys.

· Enter information into P2P with surveyor assigned, date of survey and approval or disapproval, close out the survey with processes active, and upload all paperwork into that survey.

· Provide assistance in FQSM and SDG for suppliers in having access to requesting source and seeing PO’s in system.

· Administrator for FQSM and SDG

· Launch lots to source inspectors, modify and edit for suppliers and inspectors.

· Prepare monthly meetings for third party for MFC and SCS.

· Assisted customers and employees with issues with new system.

· Administrator for SAP.

· Answered phones, faxed, copied reports.

Coordinator, Atkinson Baker Inc., Glendale, CA 2007-2008
· Assign Court Reporters in and out of state to Regular Depositions, Expert/Medical Depositions, Hearings/Trials, or Arbitrations.
· Negotiated rates with court reporters and recruited court reporters

· Prepare a Rate Agreement for Court Reporter, Videographer, Interpreters and email or fax to them for editing and signing.

· Download Rate Agreements into Chase System.

· Find and research locations for Depositions to be held in state and out of state.

· Prepare location agreement and contract and download into system.

· Entered depositions, hearings, trials, arbitrations and mock trials into Chase.

· Downloaded notices into system and then into Chase.

· Email or fax information regarding the depositions to Court Reporters.

· Email or fax exhibits to Court Reporters if there are any for the deposition.

· Scan style of caption if not in system to get to the Court Reporter for transcript.

· Make notes in job of problems or emergencies that happened on deposition.

· Confirming depositions, locations, videographers and interpreters the day before with Court Reporters.

· Putting in approvals for rates increases, mileage or to use Agencies.

· Take calls to schedule new jobs for depositions.

· Identified and implemented enhancements to customer service, communications, and mediation processes to improve efficiency and customer satisfaction.
Administrative Assistant to President, Legacy Bank, Pueblo, CO 2006-2007
· Provided Clerical and Administrative support to the President.

· Scheduled and/or organized meetings including distributing materials for the meetings.
· Answer phones for Legacy Bank and screen calls for the Regional President.
· Assist the Regional President and Owner with various projects.
· Scanning of Loans on Bank Manager.
· Ordered and maintained office supplies and office equipment.
· Received faxes and distribute to the different bank branches.
· Operated copy machine, postage and fax machine.
· Responsible for shipping and receiving.
· Responsible for scanning and processing bills from our branch to main branch.
· Distribute incoming and outgoing mail.
· Take minutes for meetings and prepare for next meeting.
· Assist Marketing Director in different aspects of marketing and preparing flyers for brochures.
· Assist customers in checking their accounts for balances, checks that have cleared, etc.
· Prepare Auto Title paperwork for recordings.
· Assisted the President in promoting new location, with flyers, marketing promo’s, etc.
· Assisted President in Fundraising for Political candidate, etc.

Team Assistant to Operations Manager, ORH, Orlando, FL 2002-2006

Administrative Assistant to Director of Accounting, ORH, Orlando, FL 2000-2002

· Answered phones, screened calls and directed to appropriate departments and managers.
· Compile medical incidents daily and updated book for end of the year ACHA reports.
· Prepared Annual Reports for AHCA.
· Maintained various databases within the department.
· Prepared reports for FDA and suppliers of defected products.
· Organized and maintained all defected material.
· Documented peer review on various physicians, nurses, technicians, etc.
· Maintained policies and procedures manuals and revised when necessary.
· Maintained peer view files for medical staff.
· Assisted in preparing and monitoring budget.
· Support Director, Operations Manager and Risk Managers in various projects.
· Performs general clerical duties, including but not limited to, photocopying, faxing, mailing and filing.
EDUCATION AND TRAINING
Training in Customer Service, FP&L, West Palm Beach, FL

Human Resource Laws, ORH, Orlando, FL

COMPUTER SKILLS
Windows 2010 and 2007, Windows XP, Macintosh, MS Office software including; Excel, PowerPoint, Internet Explorer, Access, Outlook, Affinity, PeopleSoft, Lien writer, Chase, REX, P2P, FQSM, SDG, SAP Saleslogix, Sovera, PGS Insight, PGS Sharepoint, Inspection Metrics Database, Netroline, Anzio and Glovia. 

Typing 60 WPM

Priceline, Travelocity and Cheaptickets.
